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Getting Started 

If your agency had an account on Volunteer Solutions you likely already have an account in 
Hands On Tech. If your agency recently created an account on Volunteer Solutions you may 
need to be added to Hands On Tech. 
 

1. To find out if your organization is already registered go to www.handsoncentraltexas.org. 
2. Click on Agencies in the left-hand menu bar. 
3. Click on Go under the Browse Agencies heading. 
4. Click on the letter your agency name starts with. If you can’t find it – is there another 

name or word that your agency name might be registered under?  
 

 
 

Registration 
1. Click on Agencies in the left-hand menu bar. 
2. Click Go under Becoming a Partner or Referral Agency 
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3. Fill in your agency’s information 
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4. You will receive an email confirming your registration has been received. 
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Now that you’re registered… 
 
All other activity will be done through the admin site at admin.handsoncentraltexas.org. 
 
Logging in 
Go to admin.handsoncentraltexas.org 
Your username is your email address  
To retrieve your password go to www.handsoncentraltexas.org and click on Member Center. 
Enter your email address in the text box below the "Forget Your Password?" heading and click on 
"Email my Password Now". 
 
Projects 

Add a New Ongoing Project 
1. Click on My Projects on the left-hand navigation menu. 
2. Click on Browse or Search to check the list of projects for this agency.  If your project 

already exists, click on that project and refer to the Add an Occurrence section to 
continue.   

 
Note: Projects that have been submitted will not appear in your list of projects until they have 
been approved by a Hands On Central Texas staff member. 
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3. If this is a new ongoing project, click on Manage on the left-hand navigation menu. Select 
Create a new project from the drop-down menu and click Select. 
 

 
 
4. Enter project information using the following guidelines and restrictions.  
 

• Project Name – Enter project name 
• Special Event Association – Does not apply 
• Project Type – Select Email Sign-Ups (Ongoing) 
• Project Description – Enter a summary of the project 
• Impact Area – This is a required field. Select the impact area that best matches the 

project. 
• Age Restrictions – The system default is 18. Change according to agency or project 

requirements. 
• Email Only Referral Contacts – Check the box if the contact is the default agency email-

only contact. If another staff member is the contact for this project leave the check box 
blank and enter their contact information in the provided fields. 

• Start Date of Ongoing Project – Enter date you will begin accepting volunteers 
• End Date of Ongoing Project – Enter last date you will be accepting volunteers OR one 

year from start date. 
• Location – Select project location from drop-down box or Add New Address 
• Project Attributes – Check all volunteer groups that may participate in this project 
• Project Skills – Check all skills that are needed for this project 
• Project Interests – Check all interests that apply to this project 
• Click Submit. 
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Add a New One-Time Project 

1. Click on My Projects on the left-hand navigation menu. 
2. Click on Browse or Search to check the list of projects for this agency.  If your project 

already exists, click on that project and refer to Add an Occurrence section to continue.   
3. If this is a new one-time project, click on Manage on the left-hand navigation menu. 

Select Create a new project from the drop-down menu and click Select. 
4. Enter project information using the following guidelines and restrictions. 

 
 
Full Sign-Ups  

• Select Full Sign-Ups if you would like to use Hands On Tech to manage your volunteer 
sign-up. 

• Project Name – Enter project name 
• Special Event Association – Does not apply 
• Project Type – Full Sign-Ups 
• Impact Area – This is a required field. Select the impact area that best matches the 

project. 
• Attendance – Enter the minimum and maximum number of volunteers needed to make 

this project successful. 
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• Age Restrictions – The system default is 18. Change according to agency or project 
requirements. 

• Project Attributes – Check all volunteer groups that may participate in this project 
• Project Skills – Check all skills that are needed for this project 
• Project Interests – Check all interests that apply to this project 
• Click Continue. 
• Date of Project Occurrence – Enter the date of the project occurrence. 
• Start/End Time – Enter start and end times for the project occurrence 
• Location – Select project location from drop-down box or Add New Address 
• Click Submit. 

 
 
Email Sign-Ups (Specific Date)  

• Select Email Sign-Ups (Specific Date) if you want to manage volunteer sign-up yourself. 
• Project Name – Enter project name 
• Special Event Association – Does not apply 
• Project Type – Email Sign-Ups (Specific Date) 
• Project Description – Enter a summary of the project 
• Impact Area – This is a required field. Select the impact area that best matches the 

project. 
• Age Restrictions – The system default is 18. Change according to agency or project 

requirements. 
• Email Only Referral Contacts – Check the box if the contact is the default agency email-

only contact. If another staff member is the contact for this project leave the check box 
blank and enter their contact information in the provided fields. 

• Project Attributes – Check all volunteer groups that may participate in this project 
• Project Skills – Check all skills that are needed for this project 
• Project Interests – Check all interests that apply to this project 
• Click Continue. 
• Date of Project Occurrence – Enter the date of the project occurrence. 
• Start/End Time – Enter start and end times for the project occurrence 
• Location – Select project location from drop-down box or Add New Address 
• Click Submit. 
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Add an Occurrence 
1. In order to add an occurrence to a project, you must first locate the project.  You can 

locate your projects by clicking on Manage under My Projects on the left-hand 
navigation bar. 

2. Select the project from the drop-down menu and click Select. Scroll to the bottom of the 
page and click Continue. 

3. Select Create a new occurrence from the drop-down menu and click Edit. 
4. Enter new occurrence details and click Submit. 
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Modify Project Information 
1. In order to modify information on a project, you must first locate the project.  You can 

locate your projects by clicking on Manage under My Projects on the left-hand 
navigation bar.  

2. Select the project from the drop-down menu and click Select.  
3. Once the project overview/details screen appears make your changes to the project. 

Modify Project Occurrence Information 
1. In order to modify project occurrence information on a project, you must first locate the 

project.  You can locate your projects by clicking on Manage under My Projects on the 
left-hand navigation bar.  

2. Select the project from the drop-down menu and click Select.  
3. Scroll to the bottom of the page and click Continue. 
4. Locate the appropriate project occurrence by selecting it from the drop-down menu. 
5. Once you have selected the project occurrence, you can make changes to the 

occurrence by clicking Edit. Be sure to click on Submit when you are done with making 
changes.  

Delete Project Information 
• Entire project: Currently, projects can only be deleted by HOCT staff members. If for 

some reason, a mistake was made and a project needs to be deleted from the system 
notify your HOCT contact person.  In addition, you will need to make sure that there are 
no volunteers or teams assigned to this project.  

 
• Project occurrence: Follow the directions under “Modify Project Occurrence Information 

to locate the occurrence. Click on Delete.  
 

 Note: Once the occurrence is deleted, it can not be retrieved.  
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Add a Project to a Special Event (Day of Caring, MLK Day of Service, etc) 

1. Click Manage under My Projects 
2. Select Create A New Project and click Select 
3. Enter Project Name 
4. Click Choose Special Event 
5. Find the special event in the drop down list and click Select 
 
 

 
 
6. Complete the form as you would for a one-time full sign-up project 
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From the Project Occurrence page there are several things you can do: 
 
Tracking Volunteer Signups 

1. Click Browse or Search under My Projects to locate your project 
2. Click on the project link 
3. Click on the occurrence for which you want to track volunteer signups 
4. If any individuals or teams have signed up for the project you will see them listed below 

the project details. 
5. From the Project Occurrence page you may also manually sign up individuals. 

 

 
 
Check-in Forms 
From the Project Occurrence page click on Print Check-in Form. The check-in forms will look 
similar to the one below. 
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Emailing volunteers 

1. Check the box(es) next to all the volunteers you want to send an email to. 
2. Select Email Selected Individuals from the drop-down menu and click on go. 
3. An automated email with information about the project will appear. Subject and Message 

text may be edited.  
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Tracking volunteer hours 
After a project you can go into Hands On Tech and keep track of how many volunteer hours were 
completed. 

1. From the Project Occurrence page check the box next to the volunteer’s name and select 
their attendance status from the drop-down menu. 

2.  Click go to save your changes. 
 
If you mark a volunteer’s status as “Attended” the system will automatically set the 
volunteer’s hours as the length of the project. You may adjust these hours if a volunteer spent 
more or less time at the project. 
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